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JOBTITLE | Budget and Finance Director/Treasurer

Job Summary |

Administers, plan and directs the activities and staff of the Finance Department. Provides overall direction to County
departments in budget preparation.

| Essential Duties |

Supervises department employees including conducting performance reviews, making hiring, disciplinary and
termination decisions, administering training activities and developing and approving schedules.

Maintains and develops accounting, budget, and reporting systems, including internal fiscal controls, in compliance
with professional standards.

Manages and maintains the County computerized financial reporting system and advises departments with their usage
of the system.

In conjunction with the County Administrator, prepares and administers the County budget in accordance with Oregon
statutes; and provides input and analyzes results of long term planning efforts.

Directs the collection, disbursement, and investment of all County funds, including collection and distribution of tax
monies.

Administers tax collection system policies and procedures in compliance with Oregon laws and County code.
Interacts with auditors, ensuring that auditors receive documentation needed to meet Federal and State reporting
requirements; and in conjunction with County financial auditors, prepares and publishes the annual CAFR and other
required reports.

Provides expert advice to County departments regarding budgets and budget compliance, financial reporting, and
general accounting issues; and manages compliance with financial policies and procedures.

Manages risk management and County insurance program, coordinates claims review and makes risk assessments.
Conducts contract reviews and administers County contracts.

Responds to public inquiries regarding finance and tax collection matters.

Performs other duties as assigned.

Knowledge and Skills

Knowledge of accounting, budgeting and public finance.

Knowledge of laws and administrative code provisions applicable to tax collection and county treasury functions.
Knowledge of financial systems.

Knowledge of risk management, insurance, and contract administration.

Knowledge of supervisory methods and principles.

Knowledge of budget administration.

Knowledge of federal, state, and local codes and ordinances.

Ability to instruct, train and supervise department staff.

Ability to effectively present information and respond to questions from groups of managers, clients, customers, and
the general public.

Ability to establish and maintain an effective working relationship with subordinates, peers, supervisors and the
general public.

Minimum Qualifications |

Bachelor’s degree in business administration, finance, accounting or related field.

12 years of progressively responsible experience in public finance, budgeting or accounting including supervisory
experience.

Valid Oregon Driver’s license.

Or an equivalent combination of directly related education and experience.

Supervision Received and Exercised




e  Supervision Received: County Administrator
e Supervision Exercised: Department staff

Working Conditions

The work environment characteristics described here are representative of those an employee encounters while performing
the essential functions of this job. While performing this job, the employee works in an indoor, office environment and
travels to other County offices. Employees have minimal exposure to hazards. Employees perform sedentary work.



